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3.32.010 - Purpose

In order to conduct County business, it is necessary to provide for the transportation needs of the
officers, employees and other authorized drivers of the County of Alameda. The policies and
procedures provide consistent and consolidated guidelines to reasonably, efficiently, and in an
environmentally and financially sound manner control the use of County vehicles.

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.020 - Definitions.

The definitions of this section shall govern the terminology used within these policies and
procedures:

A. General Definitions.

1. "County-owned motor vehicle" is defined as any motor vehicle, as defined by Section 31 of
the Vehicle Code of the state, owned by, or under the control of the County of Alameda, and
provided for the use of any County officer, board, commission, deputy, assistant, clerk,
attache or other County employee, in the performance of official duties.

2. "Employee" is defined as all County officers and employees except incumbents of elected
office.



"Other authorized driver" is defined as volunteers and contractors who are authorized to use
a County-owned motor vehicle when engaged in County business, provided that the
Agency/Department Head, for which the services of the volunteers and contractors are
performed, authorizes such use.

"Use in conduct of County business" is defined as using, driving, operating, storing or
parking, in the performance of or necessary to or in the course of the duties of County
employment; it also includes use in emergency cases where ordinary humanity dictates no
other course than to render aid to persons in distress.

"Driver Records Review" is defined as the review of employees' and authorized drivers'
licenses through the Department of Motor Vehicles, verifying license status and driving
record.

"Motorcycle” is defined as a single-track, engine-powered, two-wheeled motor vehicle.

B. Definitions of Vehicle Use/Assignment.

1.

"County Vehicle Use" -- County vehicles may be used for County business only; they are not
to be used for personal business.

"Agency/Department Pool" -- Vehicle assigned to and dispatched by a County agency or
department, used by multiple drivers, and garaged primarily at the pool location. This is
distinct from the County's motor pools, which serve a variety of Agency/Departments,
operated by the County of Alameda General Services Agency, Motor Vehicle Division.

"Individual Assignment" is defined as vehicles assigned directly to a designated position and
used primarily or exclusively by the assigned operator. These vehicles are not garaged at the
operator's residence.

"Resident Garaging" -- Authorization to garage an individually assigned or
agency/departmental pool vehicle at the operator's residence.

"Intermittent Garaging" -- Occasional overnight garaging up to five consecutive nights or as
requested by Agency/Department Head and approved by the General Services Agency,
Motor Vehicle Division Manager.

C. Definitions for Mileage Claims.

1.

"Worksite" is defined as the primary work location to which the employee is regularly
assigned to report. When an employee is regularly assigned to more than one worksite
during a workweek, a specific worksite shall be designated by the Agency/Department Head
as the assigned worksite for each workday.

"Commute mileage" is defined as the distance, in miles, between the employee's residence
and their primary worksite.

"First point of contact” is defined as the first site where, on any given workday, the employee
conducts County business.

"Last point of contact," as used in this section is defined as the last site where, on any given
workday, the employee conducts County business.



5. "Aregular basis" is to include any amount of time which exceeds the frequency of three
times per month (based on De Minimus Rule-IRS Code Publication 15-B).

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.030 - Policy.

A.

The Board of Supervisors charges each Agency/Department Head with the responsibility of
ensuring that all officers, employees and other authorized drivers of his/her Agency/Department
who operate County vehicles are aware of these policies and procedures and that they comply
with them at all times.

County-owned motor vehicles shall be used only in the conduct of County business. No County
officer or employee shall use or permit the use of any County-owned motor vehicle other than for
use in the conduct of County business. No County officer or employee shall transport persons in
any County-owned motor vehicle unless such transportation is necessary in the conduct of
County business.

Employees that fail to comply with the terms and conditions of this Vehicle Use Policy may be
subject to disciplinary action from their Agency/Department and/or loss of their County motor
vehicle driving privilege.

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.040 - Driver Responsibilities.

A.

All drivers of vehicles used for County business, whether County-owned or privately owned,
must possess a valid driver's license, and insurance for privately owned vehicles (California
Vehicle Code Division 6 — Driver's Licenses) (California Insurance Code).

Vehicles must be operated in a safe, responsible, courteous and prudent manner in accordance
with all state and local laws.

Drivers must comply with all sections of the California Vehicle Code.

All employees and other authorized drivers, who are required to have a valid driver's license to
operate vehicles or equipment on official County business, shall immediately inform their
supervisor in the event that their driver's license is suspended, revoked or otherwise restricted in
a way that impacts ability to perform their job.

Prior to County vehicle use, all drivers must ascertain, to the best of their knowledge, that the
County vehicle is safe (e.g., check horn, lights, brakes, tires) before operating. If the vehicle is
not in safe operating condition, contact the Motor Vehicle Division or the Public Works Agency.

All vehicle accidents and/or damages involving County vehicles, or involving personal vehicles
while on County business, must be reported to the General Services Agency, Motor Vehicle
Division or the Public Works Agency and the Risk Management Unit. (Follow instructions set
forth in the Vehicle Accident Report, located in the glove compartment and available online at
Alcoweb/Document Center.)

The driver of a vehicle shall operate the vehicle only after the safety belts have been properly
fastened by the driver and the passengers in the vehicle. These safety belts shall remain
fastened at all times while the vehicle is in motion.



If any citations and/or tickets are issued for infractions relating to driver's license, seatbelt,
parking, toll, speeding, DUI and/or other traffic (non-"fix-it" related) violations to a County
employee while driving a County-owned motor vehicle, a personal vehicle while on County
business, and/or a County-owned motor vehicle which is assigned to them, the corresponding
fines and/or fees are the sole responsibility of the County employee to either pay or successfully
contest (Alameda County Auditor-Controller, Manual of Accounting Policies and Procedures
(MAPP)).

If any "fix-it" citations or tickets are issued for such things as deficient equipment, proof of
insurance, proof of registration, and/or other "fix-it" related violations to a County employee or
other authorized driver while driving a County-owned motor vehicle, then they must be sent to
the GSA Motor Vehicle Manager at 165-13th St., Oakland, CA 94612, QIC Code 20119 within
three days of issuance.

The Agency/Department Head will be notified of delinquent citations and/or tickets received due
to an employee's failure to pay the corresponding fines or fees.

Drivers shall remain attentive to driving at all times. Use of a hand held cellular phone, including
texting, is prohibited (California Vehicle Code Section 23123). Eating, drinking, or other
distractions should be avoided while the vehicle is moving. This section does not apply to an
emergency services professional using a wireless telephone while operating an authorized
emergency vehicle, as defined in California Vehicle Code Section 165, in the course and scope
of his or her duties (California Vehicle Code Section 23123(d)).

Smoking is not permitted in any County motor vehicle at any time by anyone. (Alameda County
General Ordinance 6.72.030, Prohibition of Smoking in County Facilities.)

. Driving a vehicle on official County business while under the influence of alcohol, drugs or other
intoxicants is strictly prohibited.

. Drivers are prohibited from altering or attempting to alter or disable GPS technology in County
vehicles.

. Drivers are responsible for maintaining current preventive maintenance schedules for all
assigned vehicles. These preventive maintenance schedules are provided in the Motor Vehicle
User Guide. This guide is usually located in the glove compartment and is also available at:
http://dsmain.acgov.org/docushare/dsweb/Get/Document-6309/.

. Anti-idling Policy -- Drivers of any County vehicle/equipment shall not idle the vehicle's primary

engine, either gasoline or diesel, for greater than 5.0 consecutive minutes at any location, except
as noted below:

Exceptions -- The idling limit does not apply to:

1. Idling when the vehicle must remain motionless due to traffic conditions, traffic signal, or at
the direction of a peace officer;

2. ldling when weather conditions affect the safe operation of the vehicle;

3. Idling when queuing;
4. Idling to verify that the vehicle is in safe operating condition;

5. Idling for testing, servicing, repairing or diagnostic purposes;



6. Idling necessary to accomplish work for which the vehicle was designed (such as operating a
crane);

7. Idling required to bring the machine system to operating temperature.

8. Idling by authorized emergency vehicles while providing services. Consistent with diesel
engine idling law (Title 13 of the California Code of Regulations).

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.050 - Use by Volunteers and Contractors.

[Refer to Alameda County Administrative Code Section 3.32.050 for the complete text.]

3.32.060 - Pull Notice Program.

A.

The Pull Notice Program automatically generates a driver record when any of the following
actions or activities occurs:

1. Upon enrollment of driver in the program;
2. Annually;

3. When a driver has any of the following added to his/her driver record:

Convictions,

Failures to appear,

Accidents,

Driver license suspensions or revocations,

Any other action taken against the driving privilege.
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Benefits of the Pull Notice Program include:

1. Determines if each driver has a valid driver's license in accordance with the driver's
classification;

2. Helps minimize the County's liability by revealing problem driving behaviors;

3. Improves public safety;

. All Pull Program notices will be sent to the County Safety Officer in Risk Management.

Using the following criteria, the Safety Officer will contact the appropriate Agency/Department's
Human Resources Manager or designated representative:

1. Revocation of license;
2. Suspension of license;

3. Restriction of license or any other action taken against the driving privilege;



4. Driver's record review based on the following:

a. Liability exposure,

b. Seriousness of the offense,
c. Number of offenses,

d. Frequency of offenses.

The departmental Human Resources Manager will review the facts in the case and meet with the
employee to address the presenting issues.

Agency/Department Heads shall require all future employees, who are required to drive as part
of their job duties, to provide a copy of a current DMV motor vehicle record (driving record). This
information shall be recorded in the HRMS system.

Agency/Department Heads, in conjunction with the Motor Vehicle Division, shall enroll
employees through the Department of Motor Vehicles (DMV) "Pull Notice Program®.

Agency/Department Heads, in conjunction with Risk Management, may require employees to
attend a defensive driving course following at-fault employee accidents while on County
business.

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.070 - Misuse of County-Owned Vehicles.

A.

B.

C.

D.

Any employee or appointive officer who uses a County-owned motor vehicle other than for use in
the conduct of County business or in other violation of this chapter shall be subject to disciplinary
action pursuant to the provisions of Section 40 of the Charter of the County.

An employee or officer who misuses a County-owned motor vehicle shall be liable to the County
for the approximated actual cost resulting from any misuse of such County-owned motor vehicle.

A superior is subject to disciplinary action and/or liable for the actual cost of damages resulting
from any misuse by the County employee to the extent that the superior allows, directs, or
authorizes the misuse of a County-owned vehicle.

Actual costs of misuse of a County-owned motor vehicle shall include the following:

1. Expense of operation of a County-owned motor vehicle for the distance traveled during such
misuse, or where the misuse amounts to an unreasonable deviation thereof, the distance
traveled in excess of the shortest practical route, computed on a mileage basis in
accordance with the schedule of mileage rates established by the Board of Supervisors for
the payment of private mileage claims of County employees;

2. Any and all property damage to the County-owned motor vehicle and other County property,
proximately resulting from such misuse; provided, however, that a credit shall be allowed the
County officer or employee equal to any amount paid to the County by a third party;

3. The amount of any judgment or claim not covered by insurance that the County pays by
reason of death, injury, or damage to persons to property arising out of misuse of a County-
owned motor vehicle, including interest at the legal rate accruing from the time of payment by
the County. In no event shall these rules be construed as conferring a right of subrogation on
the part of insurance carriers for County vehicles where no such right existed at the time of
the adoption of these rules or independently thereof. These rules are intended to provide
rules for the use of County-owned vehicles as between the County and its officers and



employees only, and shall not affect in any way rights and obligations of third parties,
including insurance carried for the County-owned vehicles.

E. The Agency/Department Head shall in each case investigate, determine the costs attributable to
misuse (with the assistance of the Public Works Department), and collect the amount of actual
costs attributed to the misuse of County-owned vehicles by employees of his/her
Agency/Department. Money collected from the employee shall be deposited in the County
treasury to the credit of the fund supporting operation of the vehicle which was improperly used.

F. Any employee involved in the misuse of a County-owned motor vehicle shall be given the right to
appeal. Such employee shall have the right within ten (10) days after service upon him of a
demand in writing for reimbursement of costs of misuse, to demand a hearing before the Civil
Service Commission. Such hearing shall be conducted pursuant to the provisions of Section 40
of the Charter of the County, and the decision of the Commission shall be final.

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.080 - Vehicle Allocation and Use Policy.

Agency/departments must consider use of alternate methods of transportation; i.e., bus, shuttles,
taxi, personal mileage reimbursement, or BART except when it is not feasible on a cost effective
basis. Circumstances must demonstrate that use of such transportation alternatives would exceed
the cost of providing a County vehicle, and/or the geographic location of an agency/department's
operations precludes alternative methods of transportation from being convenient.

A. Agency/Department Pool Assignment. An agency/department must justify the assignment of a
pool vehicle based on the following criteria:

1. All vehicles must be driven an average of five hundred (500) miles per month or more
(approximately six thousand (6,000) miles per vehicle per year or more on County business).

2. All vehicles must be used an average of six (6) hours per day per vehicle (on actual duty
assignment, excluding pool standing time).

An exception to the above criteria is made for an agency/department with assigned or
mandated services that require specialized and/or emergency equipment that is physically
attached to the vehicle.

B. Individual Assignment. An agency/department must justify the individual vehicle assignments
based on the following criteria:

1. The vehicle is not garaged at the employee’s residence but driven exclusively by the
employee during the work shift.

2. All vehicles must be driven an average of five hundred (500) miles per month or more
(approximately six thousand (6,000) miles per vehicle per year or more on County business).

3. All vehicles must be used an average of six (6) hours per day per vehicle (on actual duty
assignment). An exception to the above criteria is made for an agency/department with
assigned or mandated services that require specialized and/or emergency equipment that is
physically attached to the vehicle.



C. Assigned Take-Home Vehicles. A take-home vehicle is any County-owned vehicle which is
permanently or temporarily assigned to an employee, who has been authorized to drive this
vehicle to and from work to the employee's residence. Take-home vehicle authorizations must
be approved by the Agency/Department Director and will be based on demonstrable and
beneficial needs for the delivery of services for Alameda County given the following:

1.

Assignment Criteria. Take home vehicle users are required to respond and report to after
hours and weekend emergencies on a regular and frequent basis. These assignments
require an individual to be:

a. The first responder directly to the scene of the emergency. To be eligible for take home
use, employees must demonstrate a minimum of ten (10) emergency callouts per year.
Second responders and special service vehicles and equipment are not to be authorized
for take-home vehicles; or

b. Users who regularly and frequently must conduct investigations or transport victims or
witnesses in the performance of their duties, including those with the District Attorney's
Office, the Public Defender's Office, the Sheriff's Office, and Welfare Fraud Investigators,
as authorized by their respective Agency/Department Heads.

Employees taking home vehicles must comply with all laws of the State of California and
local jurisdictions, including possessing a valid operator's license. Take-home vehicles may
not be used to conduct personal business (e.g. driving children to daycare, doing shopping,
nor transporting other non-County passengers). This policy and practice ensures that take-
home vehicle assignments are assigned to those who must respond quickly, that they can be
justified to the public, and that they represent a prudent use of County resources.

Approval process -- Employees must complete the "Take-Home Vehicle Authorization Form"
(Exhibit A) and turn this form into GSA, Motor Vehicle Division. All take-home vehicle
authorizations must be approved by the Agency/Department Director. Annually, in the month
of November, the Motor Vehicle Division will send out the current approved list of employees
with take-home authorization for updates by the Agency/Department Director.

Residency Restriction (Assigned Vehicles). Only employees who meet the emergency
response criteria or are required by the regular nature of their duties described above are
allowed a take-home County vehicle, and employees must either reside within the
boundaries of Alameda County, or within a 30-mile radius of their primary worksite to be
eligible for a take-home vehicle assignment.

Overnight/Temporary Duty. Agency/Departments that have employees that need a take-
home vehicle for overnight use or on a temporary duty schedule, may authorize employees
for take-home privileges for these specified times. The Agency/Department must report this
usage and frequency to the Motor Vehicle Division and the Auditor's Office.

County Reimbursement. Pursuant to the County Vehicle Assignment Policy adopted on
December 9, 1975 by Resolution No. 164574 and Board Resolution No. 190540 dated May
5, 1981, County officials who use County vehicles from their private residence on a regular
basis are required to reimburse the County for the cost of commute mileage at a rate
determined by the General Services Agency (GSA) and Auditor/Controller and published
annually.

Parking. All employees who receive take-home vehicle assignments will be required to pay
for parking if the vehicle is parked at County pay-for-parking facilities no differently than if
they parked their personal vehicles used to commute to work.



All overnight authorization forms will be filed in the General Services Agency, Motor Vehicle
Division, 165 13th Street (Alcopark office), Oakland, CA 94612.

8. Exemptions from County Reimbursement and Parking. Qualified non-personal-use vehicles
(IRS Code Publication 15-B).

Clearly marked, through painted insignia or words, police and fire vehicles.

Unmarked vehicles used by law enforcement officers if the use is officially authorized.
An ambulance or hearse used for its specific purpose.

Any vehicle designed to carry cargo with a loaded gross vehicle weight over fourteen
thousand (14,000) pounds.

Delivery trucks with seating for the driver only, or the driver plus a folding jump seat.

A passenger bus with a capacity of at least twenty (20) passengers used for its specific
purpose.

g. School buses.

h. Tractors and other special-purpose farm vehicles.
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http://www.irs.gov/publications/p15b/ar02.html#en US publink1000101890

D. Motor Pool Overnight Use. Drivers must submit an original Overnight Authorization Form, with
original signature, signed by their supervisor, in order to take a County vehicle to their residence
outside of working hours.

(Prior Board Resolution No. R-90-688)

(Ord. No. 2011-20, § 1, 5-10-11)
3.32.090 - Assignment of Car—Must be Properly Garaged.

When a County-owned vehicle is assigned to an individual for use outside working hours, the
individual to whom the vehicle is assigned shall be responsible for affording the maximum protection
practicable against theft, vandalism, damage and the elements by placing such vehicle in a garage
or carport if available. The minimum of such protection shall be assurance that such vehicle is off-
street, if off-street parking is available, at night when not in actual use.

(Ord. No. 2011-20, § 1, 5-10-11)

3.32.100 - Commute Mileage Reimbursement—County Vehicles.

County employees that have take-home vehicle privileges are required to reimburse the County for
the cost of commute mileage at a rate determined by the General Services Agency and the
Auditor/Controller. This reimbursement rate includes the cost to the County of operating such
vehicles and will be adjusted on an annual basis as these County costs change. Alameda County
will be charging employees for the value of their personal use (commute mileage) of the County-
owned vehicle.

Exemptions from Reporting Requirements. Qualified nonpersonal-use vehicles (IRS Code
Publication 15-B).

A. Clearly marked, through painted insignia or words, police and fire vehicles.

B. Unmarked vehicles used by law enforcement officers if the use is officially authorized.

C. An ambulance or hearse used for its specific purpose.



D. Any vehicle designed to carry cargo with a loaded gross vehicle weight over fourteen thousand
(14,000) pounds.

Delivery trucks with seating for the driver only, or the driver plus a folding jump seat.
A passenger bus with a capacity of at least twenty (20) passengers used for its specific purpose.

School buses.
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Tractors and other special-purpose farm vehicles.
http://www.irs.gov/publications/p15b/ar02.html#en US publink1000101890
(Prior Board Resolution No. 190540)

(Ord. No. 2011-20, § 1, 5-10-11)
3.32.110 - Global Positioning System (GPS).

Employees and other authorized drivers may, in the course of their employment, be asked to drive
County vehicles that are equipped with GPS technology. GPS technology provides the County the
ability to monitor vehicle MPG, diagnostic data, speed, location, routing, idling, and utilization. GPS
use for public safety greatly enhances job performance, personnel safety, situational awareness,
and may provide assistance in time critical scenarios. The GPS technology eliminates the need to
perform smog tests, and the service contract includes roadside assistance. GPS in the County may
also be used for other business-related purposes, including, but not limited to, locating stolen
vehicles, providing aid to vehicles that break down, increasing employee safety, managing resources
effectively, or ensuring that employees are following their routes or assignments. The following
summarize the benefits of these systems:

A. Employee Safety. Ability to locate County vehicles at all times during emergency situations.
B. Roadside Assistance. Timely roadside assistance for disabled County vehicles.
C. Remote engine diagnostics-fleet division alerted when a diagnostic fault code occurs.

D. Preventative Maintenance. Access to accurate mileage information in order to keep County
vehicles on their proper maintenance cycles, reducing breakdowns.

E. Eliminates Smog Inspections. The GPS system can measure the emissions and will eliminate
the need to perform smog tests.

F. Vehicle Data Reporting. The system will monitor the miles per gallon, idling time, speed, and
overall vehicle usage. The County may use GPS technology in the ordinary course of business.

The Board of Supervisors hereby delegates authority to the Director, General Services Agency and
the Director, Public Works Agency to determine the County vehicles in which GPS technology will be
installed, to establish record keeping systems for data collected through GPS technology, and to
otherwise implement this Policy.

Only Agency/Department Heads, or their designee, will have access to the GPS system regarding
employee vehicle reporting. GPS data will not be used for routine monitoring of employees.
However, GPS data may be used in the course of pending disciplinary investigations.

(Ord. No. 2011-20, § 1, 5-10-11)



3.32.120 - Use of Private Vehicles.

A. Employees are encouraged to use County vehicles or alternative transportation when available.
The following factors are to be considered when deciding between the use of a County vehicle
versus a personal vehicle:

1.

2.

3.

4,

Availability of County vehicles or access to alternative transportation.

Cost to the agency/department for using a County vehicle or alternative transportation vs.
mileage reimbursement.

Appropriateness of the vehicle for the required use.

Best use of employees' time and operational efficiency.

B. When a personal vehicle is to be used, the following requirements must be in place:

1.

Insurance. Employees must maintain automobile liability insurance that complies with the
State of California minimum requirements. (California Insurance Code Section 11580.1b)

Primary Insurance Coverage. If an employee is involved in an accident in a privately owned
vehicle while on authorized County business, the privately owned automobile insurance is
primary to any other coverage.

Deductible Expense. When an employee is involved in an accident in a privately owned
vehicle while on authorized County business and it is determined, by the appropriate law
enforcement agency, that the employee is not at fault, the County will reimburse any
insurance deductible expense or vehicle claim up to the authorized amount determined by
Risk Management.

Authorized Use. No employee shall travel on County business in a privately owned vehicle
without the approval of his/her supervisor.

Motorcycles. No employees shall operate a motorcycle on County business without specific
authorization of the Agency/Department Head.

C. Reimbursement for Property Damage. In the event that an employee, required by his/her
Agency/Department Head to use a private automobile on County business, should incur property
damage to the employee's automobile through no negligence of the employee, and the
employee is unable to recover the costs of such property damage from either his/her own

insurance company or from any other driver or other source, such costs shall be paid to such
employee by the County in a sum not exceeding two hundred fifty dollars ($250.00), provided
that any claims the employee may have against his/her insurance company or any third party
have been litigated or settled, and provided further, that the employee is not found guilty of a

violation of the California Vehicle Code or Penal Code in connection with the accident causing

such damage. Employees shall submit proof of loss, damage or theft (i.e., appropriate police

report and/or estimated statement of loss) to the Agency/Department Head within thirty (30) days

of such loss, damage or theft.

(Ord. No. 2011-20, § 1, 5-10-11)
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3.32.130 - Vehicle Compensation for Agency/Department Heads and Elected
Officials.

[Refer to Alameda County Administrative Code Section 3.32.130 for the complete text.]

3.32.140 - Mileage.

Unless otherwise provided in a current, valid Memorandum of Understanding, any officer or
employee who is required to travel and who is authorized to use therefore a motor vehicle or aircraft
in his/her own private possession or control, shall be allowed the sum per mile as prescribed by the
Internal Revenue Service of the United States Treasury Department, or per flying hour as is now or
may hereafter be prescribed by the board.

A. Authorized Mileage Claims. When an officer or employee is authorized to use his/her privately-
owned vehicle on County business, mileage may be allowed in accordance with the following
provisions:

1. If an employee has a first point of contact which is not the assigned worksite, then the
distance between home and the first point of contact will be recorded. If the amount of this
distance is greater than the amount of the commute mileage between home and the
assigned worksite, the difference may be claimed. If the amount of this distance is less than
the commute mileage then no mileage may be claimed.

2. Once the employee arrives at the first point of contact or the assigned worksite, mileage
used in the course of conducting County business may be claimed up to arrival at the last
point of contact or the assigned worksite.

3. If an employee has a last point of contact which is not the assigned worksite, then the
distance between the last point of contact and home will be recorded. If the amount of this
distance is greater than the amount of the commute mileage between the assigned worksite
and home, the difference may be claimed. If the amount of this distance is less than the
commute mileage, then no mileage may be claimed.

4. An employee's home may not be designated as a first point of contact or last point of
contact, or assigned worksite.

B. Mileage Outside of Working Hours. When an officer or employee or an Agency/Department
Head is required to use his privately owned automobile on County business outside of working
hours, or when an employee is ordered by his/her Agency/Department Head to perform specific
duties outside of said employee's working hours, mileage shall also be allowed from his
residence to the first point of contact in the performance of his duties, and from the last point of
contact in the performance of his duties to his residence.

(Ord. No. 2011-20, § 1, 5-10-11)
3.32.150 - Care of Vehicle.

A. The driver of a County vehicle shall report every noted defect of the County vehicle or its
operation to the Motor Vehicle Division, Public Works Department, in person or on the
appropriate form as soon as possible to assure proper maintenance attention.

B. The driver of an assigned County vehicle shall ensure that all assigned vehicles are delivered to
the County vehicle maintenance facility whenever service is due.

(Ord. No. 2011-20, § 1, 5-10-11)
11



3.32.160 - Vehicle Accidents.

Vehicle accident report forms shall be placed and maintained in a conspicuous place in every
County vehicle. The driver of any County vehicle is responsible for completing a report on the
provided form and submitting it to the Risk Management Unit and the Motor Vehicle Division or
Public Works Department, within twenty-four (24) hours following any collision, or incident involving
a vehicle used while on County business, regardless of damage.

In case of an accident:

A.

Stop Your Vehicle Immediately. If possible, do it in a manner that will clear the traffic-lanes and
not present a hazard to moving traffic.

Determine if there are any injuries; if so, render aid to the extent of your ability. Call 911 for
gualified medical assistance for the injured and law enforcement assistance if it appears
advisable.

Exchange driver information with all parties (i.e. -driver's name, drivers' license number, work
and home phone numbers, and home address). Also, obtain year, make, model, plate number of
other vehicle, and name, address and insurance policy number of registered owner. Use the
instruction packet with each vehicle (copy attached) to help you record this necessary
information. Provide this same information to the other person.

Do not discuss fault, liability, or responsibility for the accident.

If possible, take photos of the damaged vehicle/property and submit them with the Vehicle
Accident Report.

Call the County Garage and identify yourself, your Agency/Department and the vehicle number,
and be prepared to state the exact location of the accident and whether or not the County
vehicle can be driven safely.

Complete the County of Alameda "Vehicle Accident Report" (copy attached). Fax completed
form to Risk Management and send original to the Motor Vehicle Division or Public Works
Department.

Accident cases will be reviewed by Motor Vehicle Division, Public Works Department, and Risk
Management Unit to determine whether driving school or suspension of County vehicle use is
required.

(Ord. No. 2011-20, § 2, 5-10-11)

3.32.170 - Fueling of County Vehicles.

The County fuel sites are maintained by the GSA Motor Vehicle Division. These sites shall only be
used to obtain fuel for County-owned vehicles and rental vehicles used on official County business.

(Ord. No. 2011-20, § 2, 5-10-11)
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3.32.180 - Identification Required.

[Refer to Alameda County Administrative Code Section 3.32.180 for the complete text.]

3.32.190 - Transportation—Bay Area Counties.

With the approval of the Agency/Department Head, County-owned or private vehicle, or public transit
may be used for authorized County business within the Bay Area counties as defined in this code.
Expenses shall be limited to mileage, public transit fares, parking and bridge tolls unless the board
has specifically authorized payment for other expenses.

A. Outside Bay Area Counties. No County-owned vehicle shall be driven outside the Bay Area
counties, and no mileage claims for travel in privately owned vehicles outside the Bay Area
counties shall be allowed, unless authorized by the Agency/Department Head. Reimbursement
for such travel expenses may not exceed actual expenses, and if a private vehicle is used,
payment therefore may not exceed the economy or coach round trip air fare, or the fare for other
common carrier if airline service is not available to the point of destination.

B. Exceptions. Notwithstanding the provisions set forth in Section_3.36.110, in exceptional
instances an Agency/Department Head may determine the most expeditious means of travel and
may authorize payment of actual and necessary transportation expenses, or a lesser amount in
lieu of mileage when a privately owned vehicle is used, provided, however, that in such unusual
circumstances the claim for such expenses must be accompanied by a full justification of the
need for the trip and the mode of transportation used, and by a documentation of the expenses
incurred.

C. Bay Area Counties Defined. For purposes of this chapter "Bay Area counties" means the
counties or city and County of:

Alameda
Marin
Napa
San Francisco
San Mateo
Santa Cruz
Sonoma
Contra Costa
Monterey
Sacramento
San Joaquin
Santa Clara
Solano
Yolo

(Ord. No. 2011-20, § 2, 5-10-11)

3.32.200 - Green vehicle management and procurement.
[Refer to Alameda County Administrative Code Section 3.32.200 for the complete text.]

3.32.210 - Annual policy update.

[Refer to Alameda County Administrative Code Section 3.32.210 for the complete text.]
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3.32.220 - Forms.

General Services Agency will provide the following forms to be used by employees:
A. Vehicle Purchase Request Form;

B. Take-Home Vehicle Authorization Form;
C. Motor Vehicle Driver's Card Request and Use Agreement;
D

Vehicle Accident Report;

m

Overnight Vehicle Authorization Form.
(Ord. No. 2011-20, § 2, 5-10-11)

FOOTNOTE(S):

@ Editor's note— Ord. No. 2011-20, § 1, adopted May 20, 2011, in effect repealed the former Chapter
3.32, 88§ 3.32.010—3.32.150, and 88§ 1 and 2 of Ord. No. 2011-20 enacted a new Chapter 3.32 as set out

herein. The former Chapter 3.32 pertained to similar subject matter and derived from prior admin. code §8§
2-4.01—2-4.15. (Back)
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COUNTY OF ALAMEDA
VEHICLE PURCHASE REQUEST FORM

Agency/Department: Department #:

Vehicle Function: Division/Unit:

Is this a new vehicle request or a replacement vehicle? New Vehicle: [ ] Replacement Vehicle: []
(Vehicle additions require a Board letter authorizing purchase and transfer of funds)

Vehicle Requested: Make: Model:
Special Equipment Required (Tow Hitch, Rack, etc.):

County Markings: Yes: [] No: [] License Plate: Exempt: [] Undercover: []
Vehicle Work Location:
Will this vehicle be assigned to an individual or used in a pool? Individual: [] Pool: []

If assigned to individual please complete below:

Driver Name: Driver E-Mail

Work Address: Work Telephone:

Work City: Work Zip Code: QIC Code:
Supervisor Name: Supervisor Telephone:

Will this employee be authorized for take-home use? Yes: [ ] No: []
If Yes, please complete and submit the “Take-Home Vehicle Authorization Form” with this request.
Justification:

1. What is the estimated monthly mileage?
(County policy requires a minimum of 500 miles per month for light duty vehicles with the exception of emergency
vehicles) If estimated monthly mileage is less than 500 miles, please explain why an Agency/Department
assignment is appropriate:

2. Can the functions listed above be accomplished using a motor-pool vehicle or public transportation? If not, please
describe why.

ALCOLINK Account Information
Fund # Department # Program # Project/Grant # (optional)

Department Certification: I certify to the accuracy of the preceding statements,

Signature of Agency/Department Head Print Name Date

Motor Vehicle Division to complete below:
A. Request Approved: []
Reason:

B. Request Denied: []
Reason:

Approved by GSA-Motor Vehicle Division (Required) Date



COUNTY OF ALAMEDA
TAKE —HOME VEHICLE AUTHORIZATION FORM

Agency/Department: Department #:
Vehicle #: Vehicle Type:
County Markings: Yes: [ ] No: [] License Plate: Exempt: [_] Undercover: []
Employee Name: Employee Job Classification:
Employee Primary Employee’s Residence Zip
Work Location: Code:

Distance in miles between employee’s residence and primary work location:

Justification:
1. Is this a safety or law enforcement employee? Yes: [ ] No: []

2. Number of documented outside work hour emergencies in past 12 months?
(County policy requires a minimum of 10 or more emergency call outs per year and the employee must be a first
responder directly to the scene of the emergency.)

3. What is employee’s role during an emergency (Incident Command, etc)?

4. What type of vehicle is being requested for take-home use?

Is the employee an Agency/Department Head? Yes: [ ] No: []

Does the employee live within the boundaries of Alameda County? Yes: [ ] No: []
(County policy requires assigned cars must be parked overnight within the boundaries of Alameda County either at
employee residence or a designated county parking lot.)

7. Is the employee assignment permanent, temporary, or a rotated duty?
Permanent: [] Temporary: [] Rotated Duty: []
If not permanent, how long is the period of temporary or rotated duty status?

Department Certification: | certify to the accuracy of the preceding statements,

Signature of Agency/Department Head Print Name Date

Motor Vehicle Division to complete below:
A. Request Approved: []

Reason:

B. Request Denied: []

Reason:

Approved by GSA-Motor Vehicle Division (Required) Date

*Pursuant to the County Vehicle Assignment Policy adopted on December 9, 1975 by Resolution No. 164574 and Board
Resolution No. 190540 dated May 5, 1981, County Officials who use County vehicles from their private residence on a
regular basis are required to reimburse the County for the cost of commute mileage at a rate determined by the General
Services Agency (GSA) and published annually.



COUNTY OF ALAMEDA
MOoOTOR VEHICLE DRIVER’S CARD REQUEST AND USE AGREEMENT

DRIVER INFORMATION

NAME EMPLOYEE ID # POSITION

E-Mail Employee Contractor Volunteer
[] [

WORK ADDRESS TELEPHONE

CITY ZIP CODE QIC CODE

SUPERVISOR NAME SUPERVISOR TELEPHONE

DRIVER'S LICENSE INFORMATION

LICENSE NUMBER EXPIRATION DATE CLASSIFICATION
A:[]B:[]c[]

ALCOLINK ACCOUNT INFORMATION

FUND # DEPT # PROGRAM # PROJECT / GRANT #

TYPE OF REQUEST

[ ] New Card ] Duplicate Card [ ] Terminate Card #
DEPARTMENTAL APPROVAL

PRINT NAME TITLE TELEPHONE NUMBER
SIGNATURE DATE QIC CODE

PRINT NAME TITLE TELEPHONE NUMBER

(ONLY IF 2ND LEVEL APPROVAL IS REQUIRED)

SIGNATURE DATE QIC CODE

(ONLY IF 2ND LEVEL APPROVAL IS REQUIRED)

MOTOR VEHICLE DIVISION USE ONLY

CARD # PROCESS DATE COMMENTS

[ ] New Card [] Duplicate Card [] Terminate Card

Submit to: Motor Vehicle Division, 165 - 13th Street, Oakland, CA 94612, QIC #20119
Call 510/ 272-6407 or tie-line 2-6407 for assistance

Page 1 of 2
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COUNTY OF ALAMEDA
MOTOR VEHICLE DRIVER’S CARD REQUEST AND USE AGREEMENT (CONTINUED)

As a driver of an Alameda County motor vehicle, | agree to adhere to the terms and conditions set forth below. |
realize that failure to comply with these terms and conditions may result in termination of my county motor vehicle
privileges and/or my Agency/Department’s administrating disciplinary action.

I understand the following:

1.

2.
3.
4

10.

11.

12.

13.

County motor vehicles are for official county business purposes only. (Administrative Code Section 3.32.040)
Possession of a valid driver’s license is required to operate a motor vehicle. (CVC Division 6 — Drivers’ Licenses)
Operators of a county motor vehicle must comply with all sections of the California Vehicle Code.

An occupant of county motor vehicles must wear properly adjusted and fastened safety belts at all times. (CVC Division
12 Chapter 5 Article 3 Section 27315 — Mandatory Seat Belt Law, Alameda County Administrative Code 3.32.030)

Vehicle accidents and/or damages are to be reported to the GSA — Motor Vehicle Division. (Follow instructions set forth
in the Vehicle Accident Report, located in the glove compartment and available online at Alcoweb/Document Center)

If any citations and/or tickets are issued for such things as driver’s license, seatbelt, parking, speeding, DUI and/or other
traffic (non-“fix-it” related) violations to a county employee while driving a county-owned motor vehicle and/or a county-
owned motor vehicle which is assigned to them, then the corresponding fines and/or fees are the SOLE responsibility of the
county employee to either pay or successfully contest. (Alameda County Auditor-Controller, Manual of Accounting
Policies and Procedures (MAPP))

If any “fix-it” citations or tickets are issued for such things as deficient equipment, proof of insurance, proof of registration
and/or other “fix-it” related violations to a county employee while driving a county-owned motor vehicle and/or a county-
owned motor vehicle which is assigned to them, then they must be sent to the GSA Motor Vehicle Manager at 165 — 13"
Street, Oakland, CA 94612, Qic Code 20119 within three days of their issuance.

The Agency/Department Head will be notified of delinquent citations and/or tickets received due to an employee’s failure
to pay the corresponding fines or fees. An employee’s non-payment of any citations and/or tickets incurred while they are
in possession of a county vehicle may be the basis for disciplinary action up to and including termination.

Smoking is not permitted in any county motor vehicle at any time by anyone. (Alameda County General Ordinance
6.72.030 Prohibition of smoking in county facilities)

An assignment of a vehicle for use outside of working hours shall be placed in a garage or carport, if available or at a
minimum, shall be parked off-street, if off-street parking is available, when not in actual use to afford the maximum
protection practicable against theft, vandalism, damage and the elements. (Alameda County Administrative Code 3.32.060)

An assigned GSA motor vehicle must have preventive maintenance performed as outlined in the MV User’s Guide. A MV
User’s Guide is provided with every GSA motor vehicle and is generally located in the glove compartment and available
online at http://alcoweb/gsa/motor/index.htm.

I authorize my Agency/Department to review my driver record through the California Department of Motor Vehicles
(DMV) “Pull Notice Program”.

I have read and agree to comply with the County of Alameda Vehicle Use Policy.

Driver’s Name — Last, First, M1 (Print or Type) Driver’s Signature Date

Submit to: Motor Vehicle Division, 165 - 13th Street, Oakland, CA 94612, QIC #20119
Call 510/ 272-6407 or tie-line 2-6407 for assistance

Page 2 of 2



COUNTY OF ALAMEDA, RISK MANAGEMENT UNIT
125 — 12t Street, 3 Floor, OAKLAND, CA 94607
Phone #: (510) 272-6920 Fax #: (510) 272-6815

VEHICLE ACCIDENT REPORT
(For Bodily Injury, or Damage to Another Party's Property or to County/Personal Vehicle)

County Driver: Complete this Report immediately after the accident and fax a copy to Risk Management Unit. Send the
original report to the Motor Vehicle Division (Qic Code 20119) or the Public Works Agency (Qic Code 81707), no later than 24
hours from the incident date. If you have any questions, please call Risk Management.

AGENCY Dept/Agency:. Division/Unit
Address Phone Number:
Date of Accident Day of Week Hours [ ]AM
TIME
[ ]PM
PURPOSE OF
THE TRAVEL
LOCATION OF | City: Street: At Intersection With:
ACCIDENT
[ |Backing [ ]Animal [ ]Head On
[ ]Turned Over []Sideswipe [ ]Rear End
TYPE [Fixed Object [_IRight Angle [lOther (Describe)
[ ]You Hit OR []You Were Hit
Vehicle Year: Make: Model: County Vehicle #:
VC|5(|)-{l|J(':\l|_Tg | Driver's Name: Driver's License #:
p [ Vehicl Phone # -Work: Phone #-Home:
ersonal vehicle Home Address:
Name of Supervisor Phone # - Work
Vehicle Year: Make: Model: License Plate: State:
Driver's Name Driver's License #:
OTHER Phone # - Work: Phone # - Home:
VEHICLE Home Address:
Registered Owner of the Vehicle: Phone # - Work Phone # - Home:
Address: Policy #:
Name Phone # - Work Phone # - Home
Address
WITNESS(ES)
Name Phone # - Work Phone # - Home
Address




VEHICLE ACCIDENT REPORT (Continued)

Name Phone # - Work Phone # - Home
Address
INJURED/

KILLED Name Phone # - Work Phone # - Home
Address:
WEATHER: [IClear [ Raining  [_]Sunny [_IFoggy [] Other

CONDITION ROADWAY: [ 1Dry  [ISlippery []Under Repair [lother

Did vehicle have any defects?
Were Seat Belts in Use?

DESCRIBE IN DETAIL THE ACCIDENT:

DESCRIBE THE DAMAGE TO COUNTY VEHICLE:

DESCRIBE THE DAMAGE TO OTHER VEHICLE:

WAS THE ACCIDENT REPORTED TO:  County Sheriff [ ]Yes [INo City Police [ ]Yes [ INo

Highway Patrol: [ ]Yes [ INo
IF YES, POLICE REPORT #:

ACCIDENT DIAGRAM
: ~ E P ST

S S S S e TS ——

Instructions GIVE STREET MAMES, DIRECTIONS, AND LOCATIONS OF CBJECTS INVOLVED.
Mumber each vehicle and show direction of travel by arrow. — @'—"—'
Use solid line to show palh of each wvehicle before accident. —— [__1__> doited line alter accident  « -« s [_1 >
Show molorcycle or bicyclo by 2= {4y Show pedoesirian by —e— O (5) Show raslioad by }—«l——*—l—H
Please describe the incident: )

SIGNED BY: DATE:
County Driver

SIGNED BY: DATE:
Supervisor of County Driver




COUNTY OF ALAMEDA
OVERNIGHT VEHICLE AUTHORIZATION FORM

Date:

To: Manager, GSA Motor Vehicle Division / Manager, Public Works Agency

From:

Please provide a County vehicle to be used
(Driver’s Name)

from to

(Date) (Date)

The purpose of the trip is to

This vehicle will be provided with off-street parking, if off-street parking is available, when kept overnight and will
be used only during the course of County business.

Signature:

(Department Head / Authorized Signature) (Telephone Number)

The signature of an authorized supervisor must be on file with the Motor Vehicle Division Manager or Public
Works Fleet Manager and all authorization letters must be received before the vehicle is kept out overnight.

Motor Vehicle Division / Public Works Agency Use Only

Vehicle # assigned to overnight use Reservation #
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